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Notes:  

1. Approvers are encouraged to seek advice from their local Health and Safety Coordinator and/or 

Health and Safety Services as appropriate, where there is any doubt about the risk level or 

mitigations chosen. 

2. If the trip is being financed by an external organisation/grant award body and grant holder has 

authority to approve expenditure, TRA1 must still be completed and authorisation from the 

appropriate approver level must still be obtained.  

3. Unless otherwise instructed, in the event of a world-wide pandemic where the FCDO advise 

against ‘all but essential travel only’ this would be treated as “extreme” risk and final 

authorisation would sit with the VC’s office. 

4. Where the traveller is a Head of School / Directorate or above the travel risk assessment 

authoriser is their line manager. 

4.1.2 Sanctioned Countries and High-Risk Territories 
Sanctions consist of a wide range of political and/or economic measures which are put in place by 
international, regional and state bodies with the aim of influencing the behaviour of a particular 
country’s regimes, individuals or groups. The types of sanctions measures put in place can vary 

widely including (inter alia): financial restrictions, import/export restrictions and travel bans. 

If travelling to a country listed as a sanctioned country by the UK Government, the traveller MUST 
complete a Sanctioned Territories Travel Questionnaire and return this to UoR Insurance as soon as 
possible and at least 21 days prior to travel.  For high risk territories please contact the insurance 
team.  Travelling to such countries can increase the risk of travel, so our insurers need to consider 
carefully the full details of your planned activities before travel commences.  Additional insurance 
premiums or exclusions may be imposed. 

4.1.3Risk Assessment 

The University has a duty of care to ensure the health, safety and wellbeing of all staff and students 
travelling on university business, as well as safeguarding the communities we work with, and any 3rd 
parties we engage as part of work activities. It is therefore essential that all responsible parties give 
appropriate due diligence to writing and authorising risk assessments for international travel.  

The risk assessment should be seen as an essential planning tool that aims to address potential 
events which may negatively impact individuals, property and/or the environment. The individual 
conducting the risk assessment should be competent to do so and/or seek competent advice and 
guidance from a local health and safety coordinator.  The risk assessment should sufficiently address 
a range of hazards and needs commensurate with the risk level, including (but not limited to):- 

¶ transport arrangements,  

¶ accommodation safety,  

¶ The environment (political, social, natural etc.),  

¶ emergency arrangements, 

¶ personal safety and security,   

¶ the work activity being undertaken (including any hazardous sampling or equipment) , and  

¶ the individual traveller(s) personal circumstances including their health / welfare / protected 
characteristics, declared medical conditions or disabilities (including any reasonable 
adjustments required to aid participation), experience and competence.  

https://www.gov.uk/government/collections/financial-sanctions-regime-specific-consolidated-lists-and-releases
http://www.reading.ac.uk/internal/finance/Insurance/fcs-ins-business.aspx
/procurement/insurance/business-travel/country-specific-travel-guidance
/health-safety-services/-/media/project/functions/health-and-safety-services/documents/hsc-list-june-2021.xlsx?la=en&hash=74DDE193DA7C0D72472035E4B2F409DB
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The Head of School / Directorate has authority to withdraw approval if the situation changes 
between the time of approval and departure. For further advice on fieldwork risk assessment see 

see 

/health-safety-services/-/media/project/functions/health-and-safety-services/documents/cop-32-fieldwork-october16.pdf?la=en&hash=0067E7634596AB66CFD9E8C42EA37EF2
https://stafftravel.reading.ac.uk/Account/Logon
https://stafftravel.reading.ac.uk/Account/Logon
/health-safety-services/risk-assessment
/health-safety-services/risk-assessment
https://www.gov.uk/foreign-travel-advice
/procurement/travel-insurance/business-travel
/health-safety-services/-/media/project/functions/health-and-safety-services/documents/hsc-list-june-2021.xlsx?la=en&hash=74DDE193DA7C0D72472035E4B2F409DB
/procurement/travel-insurance/business-travel
https://www.who.int/
https://travelhealthpro.org.uk/
https://www.cdc.gov/
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4.1.5 Dynamic Risk Assessment 

Dynamic risk assessments (i.e. assessments which are completed during travel to consider changing 
circumstances and conditions) may be required during some work to allow flexibility. However, this 
should not replace adequate contingency planning, and it should not introduce completely new 
activities which have not been given prior approval without consultation with the person who has 
approved the travel.  

4.1.6 Non-UK National Staff and Students 

Members of staff or students wishing to travel to their home country for purposes related to their 
employment or course of study must comply with the authorisation procedures set out in this Safety 
Code of Practice. If this involves travel to a country on the GOV.UK travel advisory list Vice -
Chancellor or delegated approval must be obtained.  Those undertaking work or study overseas 
should also check the travel advice and consular services provided by their own country for the 
destination.  

If 

If 

If 

 

 

https://www.gov.uk/foreign-travel-advice
http://www.reading.ac.uk/internal/finance/Insurance/fcs-ins-business.aspx
/procurement/travel-guidance-for-staff-and-students
https://www.gov.uk/foreign-travel-advice
/procurement/travel-insurance/business-travel
/procurement/travel-insurance/business-travel
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ix. Ensure the necessary permissions are obtained, if necessary, from local authorities/ 
government etc. regarding your research, for example, interviews that have the potential to 
be misconstrued as espionage.  

x. Check that any health requirements such as vaccinations and fitness to travel have been 

http://www.reading.ac.uk/internal/finance/Insurance/fcs-ins-business.aspx
/procurement/-/media/project/functions/procurement/documents/aig-lifeline-mobile-app-download-guide.pdf?la=en&hash=3A3559A49B24EC97914878C5BA7C951C
/procurement/-/media/project/functions/procurement/documents/aig-lifeline-mobile-app-download-guide.pdf?la=en&hash=3A3559A49B24EC97914878C5BA7C951C
http://www.reading.ac.uk/internal/finance/Insurance/fcs-ins-business.aspx
http://www.reading.ac.uk/internal/health-and-safety/IncidentReportingandEmergencyProcedures/emergency-incident-reports.aspx
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5 EMERGENCY ARRANGEMENTS/EMERGENCY PREPAREDNESS  

5.1.1 Emergency Plans 
Travellers must have an emergency plan, appropriate to the circumstances likely to be encountered. 
This may be as simple as relying on the standard University travel insurance/emergency assistance 
cover and having access to their emergency contact telephone number, or it may require more 
planning and resources e.g. ‘buddies’ in country, flexible travel tickets, emergency currency in dollars 
or personal security protection.  

 
All travellers should carry a form of personal identification, in case of accident or emergency. In 
some countries, this is a legal requirement.  

5.1.2 Dynamic Emergency Planning 

Continue to monitor the FCDO website and follow Government advice if all airlines cease travel. 

If you need to contact the university, phone University Security on (+44 (0)118 378 6300) who will 
contact your Head of School/Directorate and who may invoke the Major Incident Plan. 
 
Travel group leaders (or individuals travelling on their own) can decide to stop an activity or leave a 
location if they deem it to be unsafe. This decision can be made without reference to the University 
if local emergency advice or circumstances dictate this. The University will support the decision and 
will endeavour to meet any additional expenditure incurred as a result. 

5.1.3 Insurance Assistance in Emergency 

In the event of an emergency that affects your travel and accommodation, contact the Travel 
Management Company in the first instance. Contact details can be found on the Travel Guidance for 
Staff and Students Webpage.   Details on how to access medical or other emergency assistance can 
also be found here or via AIG Travel Assistance App. 

5.1.4 Emergency Funds 

If a traveller needs access to emergency funds (e.g. due to lost or stolen cash or credit cards; 
extended duration of stay etc.) they should contact University Finance financehelp@reading.ac.uk  
or telephone +44 (0) 118 378 6135. They will decide how best to transfer funds depending on the 

/procurement/travel-insurance/business-travel
/procurement/travel-insurance/business-travel
/procurement/-/media/project/functions/procurement/documents/aig-lifeline-mobile-app-download-guide.pdf?la=en&hash=3A3559A49B24EC97914878C5BA7C951C
mailto:financehelp@reading.ac.uk
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5.1.6 Medical Repatriation 

If a traveller becomes ill or suffers injury and requires either to be moved to the nearest suitable 
hospital or to be brought back to the UK, they must contact the University insurer as soon as 
possible or by using the Insurers’ travel assistance app. If unable to do this for any reason, or 
additional advice is required, you should callyou should call

/procurement/travel-insurance/business-travel
/procurement/travel-guidance-for-staff-and-students
/procurement/travel-guidance-for-staff-and-students
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¶ The degree of general health fitness required (both mental and physical) for the work and 
for travel to the proposed destination. For staff, general advice can be obtained from 
Occupational Health. Where an assessment of the fitness of an individual is required, a 
Management Referral  should be made to obtain advice about any reasonable adjustments 
that may be required. 

¶ Immunisations/vaccinations and the nature of the work to be done. It can take several 
weeks or months for full immunity to be developed after some courses of immunisations,  so 
advance planning is essential. Vaccinations and chemoprophylaxis tablets (e.g. for Malaria) 
may not prevent disease or tropical infections, but they may ensure survival. Vaccination 
advice may also vary with underlying health issues, destination, and length of stay and time 
of year. 

¶ It is therefore important to contact Occupational Health, your GP or a travel clinic for advice 

https://travelhealthpro.org.uk/
https://www.fitfortravel.nhs.uk/destinations
https://www.masta-travel-health.com/
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7.1.3 Travel and Mental Health 
Stress levels can be intensified during travel because of a lack of familiar support systems, disrupted 
daily routines, language barriers, culture shock and unexpected situations. Attitudes to mental 
illness vary between countries and in many, severe stigma and discrimination exist. Access to mental 
health services and medication may be extremely limited at some destinations. 
Looking after yourself during travel and when abroad is important. Further information on travelling 
with mental health conditions is available at: 
• FCDO guidance page.  
• Travel Health Pro 
• NHS Mental Health and Travel 
Staff can contact the Employee Assistance Programme (EAP), which is an independent, free, 
confidential support and counselling service which is ran by CIC and is called Confidential Care. 
Confidential Care gives you a place to turn for support any time of day or night, 365 days a year. 
See the University Wellbeing Pages for further information.  

7.1.4 Medical Documentation and Supplies 

Participants should have/carry, as appropriate: 

¶ Up to date Global Health Insurance Card (GHIC) or European Health Insurance Card (EHIC (if 
applicable)). Further information can be found here.  

¶ Vaccination certificates 

¶ Proof of medical insurance (download via the University Insurance Website),    

¶ Sufficient medication for the trip if required for a pre-existing medical condition, plus spares in 
case of loss, destruction, or damage e.g. asthma inhaler, insulin etc. 

¶ A copy of the prescription and a letter from your doctor explaining your condition, treatment, 
medication, and dosage may be helpful at customs. See below re: medication 

¶ A ‘Fit to Travel’ medical certificate, as required by some countries (obtainable through a GP, 
the University Medical Practice (for students) or a travel clinic. Staff should be referred to 
Occupational Health if necessary. 

In some instances, travellers may wish to take sterile packs, consisting of sterile syringes, needles, 
etc., in case invasive emergency treatment is required whilst travelling. Medical kits containing 
sterile medical supplies are available from  Masta Travel Health  

7.1.5 Medication 

¶ The legal status and regulation of some medicines prescribed or purchased in the UK can be 
different in other countries. If you are travelling with prescription or over-the-counter medicine, 
read this guidance from NaTHNaC on best practice when travelling with medicines. Many 
medicines are unavailable in some countries.  

¶ Rules for different countries can be checked with the foreign embassy in the UK but can be 
difficult to obtain for some countries; other useful resources are provided below: 

ü FCDO Travel Advice Webpage 
ü ISTM Pharmacist Professional Group 
ü International Association for Medical Assistance to Travellers 

https://www.gov.uk/guidance/foreign-travel-advice-for-people-with-mental-health-issues
https://travelhealthpro.org.uk/factsheet/85/travel-and-mental-health
https://www.fitfortravel.nhs.uk/advice/general-travel-health-advice/mental-health-and-travel
https://www.nhs.uk/using-the-nhs/healthcare-abroad/apply-for-a-free-uk-global-health-insurance-card-ghic/
https://www.masta-travel-health.com/
https://www.gov.uk/foreign-travel-advice
https://www.istm.org/pharmacistgroup
https://www.iamat.org/


http://www.reading.ac.uk/internal/finance/TravelandInsurance/fcs-ins-travelandinsurance.aspx
mailto:uor-insurance@reading.ac.uk
https://www.gov.uk/foreign-travel-advice
https://www.gov.uk/guidance/advice-for-women-travelling-abroad
https://www.gov.uk/guidance/advice-for-women-travelling-abroad
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7.1.8 Guidance for LGBTQIA+ Travellers  

Public attitudes in some countries towards LGBTQIA+ issues are unfortunately less tolerant than in 
the UK and there is great variance in the social and cultural acceptance and legal treatment of 
LGBTQIA+ persons worldwide. LGBTQIA+ individuals can therefore face challenges to their welfare, 
mental wellbeing and safety. Some 66 countries globally retain criminal sanctions concerning sex 
between men, others criminalize lesbianism, do not protect LGBTQ+ persons against discrimination, 
or recognize same-sex marriage, civil partnership or child custody rights. Other laws target 
transgender people through laws prohibiting ‘cross-dressing’ and ‘disguise’ offences. 

It is crucial that LGBTQIA+ travellers carefully research the location they are travelling to in advance 
of travel. LGBTQIA+ travellers can find out information on the country they are travelling to see if 
local laws and customs are broadly equivalent to the UK or not by checking the FCDO Travel Advice 
Webpage and then selecting the ‘Local Laws and Customs’ section.  

Complete the risk profiling tool in TRA1, paying close attention to the ‘Local Laws and Customs’ 

section, to determine if the destination you are travelling to is regarded as medium or high risk. 

Relevant information should be included in the risk assessment and/or discussed with management 

as appropriate. These conversations may consider any personal details which may put LGBTQIA+ 

travellers at higher risk such as relevant medical needs (e.g. if carrying hormone treatments or meds 

for HIV/Aids which may be banned or lead to unwelcome questions being raised), their social media 

profile, their research topics or their own personal protected characteristics or presentation etc. 

General advice includes undertaking local research, avoiding overt displays of physical affection in 

some countries, be cautious of new acquaintances and dating apps overseas and be mindful of 

personal or professional social media presence, relevant apps on mobile devices and published 

research papers which may increase risk.  

Transgender and gender diverse travellers sometimes face difficulties or delays at border controls 
abroad if their gender or gender expression is a different gender to the sex stated in their passport. 
If you are having facial surgery, get a letter from your medical team whilst abroad explaining the 
reason for any changes in appearance. HM Passport Office has information for transgender and 
transsexual customers applying for a passport in an acquired gender. 

Other useful links are: 

¶ Stonewall 

https://www.gov.uk/foreign-travel-advice
https://www.gov.uk/foreign-travel-advice
/health-safety-services/health-and-safety-resources/forms-other-resources#risk
https://www.gov.uk/government/publications/applying-for-a-passport-information-for-transgender-and-transsexual-customers
https://www.gov.uk/government/publications/applying-for-a-passport-information-for-transgender-and-transsexual-customers
https://www.stonewall.org.uk/global-workplace-briefings
https://rainbow-europe.org/#8656/0/0
https://www.gov.uk/guidance/lesbian-gay-bisexual-and-transgender-foreign-travel-advice
http://ilga.org/
http://www.equaldex.com/
https://www.fitfortravel.nhs.uk/advice/general-travel-health-advice/lesbian-gay-bisexual-and-transgender-lgbt-travellers
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organised trip. The University travel insurance will cover family members who are travelling with you 
in the same way as detailed above. 

Business trip duration (days) Holiday duration (days) 

Less than 5 0 

5-12 2 
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Drivers of vehicles being driven off road must have specialist training – see the University ‘Driving for 
Work’ policy and procedures document. Health & Safety Forms & Resources 

When hiring vehicles use a reputable company. The cheapest may not be the most reliable or the 
safest. The hirer has the responsibility of checking that the vehicle is as described on the delivery 
sheet, is properly equipped, and is roadworthy.  

Plan contingency arrangements in the event that the transport arrangements fail or are assessed as 
unsuitable.  

Risk assessments should consider the potential security threats associated with different forms and 
modes of transport. This applies particularly in areas with a history of kidnap or ambush. 

7.1.15 Air travel 

Travellers must check and comply with all legislative requirements relating to airline safety 

http://www.reading.ac.uk/internal/health-and-safety/resources/hs-resources-guidance.aspx
https://ec.europa.eu/transport/modes/air/safety/air-ban/search_en


https://www.gov.uk/browse/business/imports-exports
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water should never be used to clean or rinse contact lenses. Water that looks cloudy or coloured 
may be contaminated with chemicals and will not be made safe by boiling or disinfection.  

In areas where tap water may be unsafe, only commercially bottled water from an unopened, 
factory-sealed container or water that has been adequately disinfected should be used for drinking, 
preparing food and beverages, making ice, cooking, and brushing teeth. See Water Purification  for 
best techniques. 

Beverages made with water that has just been boiled, such as tea and coffee (without milk and 
cream), are generally safe to drink. When served in unopened, factory-sealed cans or bottles, 
carbonated beverages, commercially prepared fruit drinks, water, alcoholic beverages, and 
pasteurized drinks generally can be considered safe. Because water on the outside of cans and 
bottles may be contaminated, they should be wiped clean and dried before opening or drinking 
directly from the container. 

https://www.fitfortravel.nhs.uk/advice/general-travel-health-advice/water-purification
https://wwwnc.cdc.gov/travel/yellowbook/2020/preparing-international-travelers/food-and-water-precautions
https://wwwnc.cdc.gov/travel/yellowbook/2020/preparing-international-travelers/food-and-water-precautions
https://www.fitfortravel.nhs.uk/advice/general-travel-health-advice/food-and-water-precautions#food
https://www.fitfortravel.nhs.uk/advice/general-travel-health-advice/food-and-water-precautions#food
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¶ Avoid berries, in particular raspberries: they are difficult to wash and may be a source 
of cyclospora 

¶ Choose fruit juice from sealed cartons: freshly squeezed fruit juice may have been made 
with unwashed fruit. 

7.1.22 Health After Travel 
If you return home after travel with the following symptoms you should contact your GP and make 
them aware of your travel history: 

¶ continuous diarrhoea 

¶ have blood or mucous in their faeces. 

¶ a high fever 

¶ severe abdominal pain 

8 REVIEW & AUDIT 

https://www.fitfortravel.nhs.uk/advice/disease-prevention-advice/cyclospora-infection
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9 APPENDIX 



tps://abta.com/resource-zone/publication/how-to-have-a-safe-and-healthy-holiday-in-the-snow
http://www.asirt.org/
http://www.gov.uk/government/collections/helping-british-people-overseas-travelling-and-living-abroad
http://www.gov.uk/government/collections/helping-british-people-overseas-travelling-and-living-abroad
https://www.gov.uk/government/publications/overseas-road-safety-checklist
http://www.rospa.com/leisure-safety/water/advice/holiday/
https://www.suzylamplugh.org/Pages/FAQs/Category/personal-safety
https://travelaware.campaign.gov.uk/
https://www.gov.uk/foreign-travel-advice
https://wwwnc.cdc.gov/travel/page/cruise-ship
https://www.who.int/en/news-room/fact-sheets/detail/food-safety
https://travelhealthpro.org.uk/news/578/international-travel-and-demonstrating-covid-19-status
https://carolinesrainbowfoundation.org/
https://www.worldtravelguide.net/country-guides/
https://www.dji.com/uk/flyingtips?from=buying-guides

